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EXCEL 2000 FUNDAMENTALS

Training Objective

The objective of this tutorial is to give you the fundamentals of Microsoft Excel 2000.
After completing this tutorial, you would be able to create and format a simple
workbook.

This training tutorial is designed for those with no prior Excel 2000 experience. In an
effort to help make your training experience more informative, this manual includes
step-by-step instructions, along with screenshots to show what you should see when
an instruction is carried out.
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What is Microsoft Excel 20007?

Microsoft Excel is an electronic spreadsheet program. You might have heard the
terms "spreadsheet” and "worksheet". People generally use them interchangeably. To
remain consistent with Microsoft and other publishers the term worksheet refers to
the row-and-column matrix sheet on which you work upon and the term
spreadsheet refers to this type of computer application. In addition, the term
workbook will refer to the book of pages that is the standard Excel document. The
workbook can contain worksheets, chart sheets, or macro modules.

Workbook

In Microsoft Excel, a workbook is the file in which you work and store your data.
Because each workbook can contain many worksheets, you can organize various
kinds of related information in a single file.

Worksheet

The primary part of Excel is the Worksheet. A worksheet consists of cells organized
into columns and rows. A worksheet is always stored in a workbook.

Now that you know the difference between a workbook, worksheet and spreadsheet,
let’s get started to that you can see how they each work.
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Exploring a Workbook Window

Before you start creating workbooks, you need to become familiar with workbook
window.

1. Start Excel 2000 by clicking Start | Programs | Microsoft Office 2000 | Microsoft Excel.
(This may vary depending on your computer’s configuration).

2. The application window and workbook window appear.

3. Let’s explore.
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Title bar —
shows Minimize, restote, and
workbook title. close buttons — for

application window and
workshop window

Standard toolbar
— buttons used to
perform functions
such as printing,
saving, spell check,
etc.

Format bar —

Menu bar — buttons used to
addition apply font type,
options for font size and other
working with formatting cells.

workbooks.
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The Cell is an intersection of each
row and column. The example shows
Cell Reference (combination of
column letter and row number ) Al.

icrosoft Excel - Book2
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The Excel
worksheet
contains 256
columns that
extend across
the worksheet,
lettered A
through Z, AA
through AZ, BA
through BZ, and
continuing to IA
through IV.

The names of the Worksheets appear on tabs at the
bottom of the Workbook window. To move from
sheet to sheet, click the sheet tabs. Sheet 1 is the
active Worksheet in the above screen shot. To
rename the sheet, Right-click and select Rename.
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Working in the Workbook

When started, Excel displays a new workbook. In a new workbook, all the cells are
empty. A highlighted border indicates an active cell. As you type, the text is stored in

the active cell.

In this section you will learn how to type and edit cell reference data.
1.  Clickin cell Al

2. Type, “August”.

3. Notice the text appears in the formula bar.

4, Press <enter>.

Observe that your text

Click on the Excel displays in two areas.
Text displays in the

active cell within the
workbook and in the
formula bar also. The
formula bar activates
st as soon as you begin
typing in a cell. At the

window, select a

cell by clicking on
it, and enter the L I —
desired text.

x
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n
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=
=
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far left is the reference
section, which will
show the reference of
the active cell.
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5.

6.

Continue filling in the worksheet as shown in the table.

Cell Reference

Enter this text

Al August

A2 September
A3 October
A4 November
A5 December
A6 January
A7 February
A8 March

A9 April

A10 May

B1 125

B2 50

B3 87

B4 20

B5 54

B6 90

B7 200

B8 30

B9 300

B10 50

The workbook should look like the following.

A

= .

August

meptember

Dctober

Movernber

December

January

February

March

L B e T S

April

e

Polay

124
50
87
20
54
S0

200
30

300
50




EXCEL 2000 FUNDAMENTALS

Saving a Workbook

When you save a workbook for the first time, you assign a file name and indicate
where you want to store the file on your computer's hard disk or in another location.
Each time you subsequently save the workbook, Microsoft Excel updates the
workbook file with your latest changes.

1.

2.

Go to File | Save
Go to f:\ [username] \
In the file name textbox, type Bus Accidents.

Click Save button.

The file extension “xls” is automatically placed on the file name.

21|

@X@vﬂ:ﬂlﬁv

Savein: I ] Deskkop

My Docurnents
My Compuker

File name: IBus Accidents| j E Save I
Save as bype: IMichsaFt Excel Workbook {*, xls) j Cancel |
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Printing a Workbook

Let’s print a hard copy of your workbook.

1. Type your name in Cell D1.

2. Save the workbook.

3. Go to File | Print. If you have multiple printers, select the appropriate printer from the Nanmse box.

4, Click Ok button.

Print 2| x|

Prinker

Mame: |ig Phaser s400M -] ml

Skakus: Idle

Type: werox Phaser 8400M PS

Where: %_10.86.12.98

Comment: [ Prink ko file
—Prink range —_opies

& al - — Murmber of copies: Iﬁ

" Page(s) From: I j To: I j

ink what

~Print whal Ijgl Ijgl ¥ Collate

i~ Selection ™ Entire workbook

{* Ackive sheet(s)

Preview | K, I Cancel

5. Close application window.
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Review Exercise One

In this exercise you will practice what you learned in the precious section. Don’t
forget to use the standard toolbar buttons.

1. Start Excel.

2. Enter the text as shown below.
Cell Reference Enter this text
Al Your Name Bus Routes
A3 Bus Number
B3 Location
C3 Number of Children
A5 27
B5 Duplex Lane
C5 15
A6 123
B6 Tree Top Road
C6 20
A7 600
B7 Rosebud Street
C7 40
A8 80
B8 Hilton Drive
C8 35
A9 900
B9 Maddison Lane
C9 17

3. Save As f:\[username]\ Your Name Bus Routes.xls.
4. Print the workbook.

5. Close application window.
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Keys for moving and scrolling in a worksheet or

workbook
Keystroke Move Action
Arrow keys Move one cell up, down, left, or right

Ctrl +arrow key

Move to the edge of the current data region

HOME Move to the beginning of the row

CTRL+HOME Move to the beginning of the worksheet

CTRL+END Move to the last cell on the worksheet, which is the cell at the
intersection of the rightmost used column and the bottom-most used
row (in the lower-right corner), or the cell opposite the home cell,
which is typically Al

PAGE DOWN Move down one screen

PAGE UP Move up one screen

ALT+PAGE DOWN

Move one screen to the right

ALT+PAGE UP Move one screen to the left
CTRL+PAGE DOWN Move to the next sheet in the workbook
CTRL+PAGE UP Move to the previous sheet in the workbook

CTRLAF6 or CTRL+TAB

Move to the next workbook or window

CTRLA+SHIFT+FG or

Move to the previous workbook or window

CTRLA+SHIFT+TAB

Fo Move to the next pane in a workbook that has been split
SHIFT+Fo6 Move to the previous pane in a workbook that has been split
CTRL+BACKSPACE Scroll to display the active cell

F5 Display the Go To dialog box

SHIFT+F5 Display the Find dialog box

SHIFT+F4 Repeat the last Find action (same as Find Next)

TAB Move between unlocked cells on a protected worksheet

10
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Select text, cells, ranges, rows, and columns

Selection

Technique

Text in a cell

If editing in a cell is turned on, select the cell, double-click in it, and then select
the text in the cell.

If editing in acell isturned off, select the cell, and then select the text in the
formula bar.

e < X J[=] =SUM{D8:D14)
A E c D

A single cell

Click the cell, or press the arrow keys to move to the cell.

A range of cells

Click the first cell of the range, and then drag to the last cell.

All cells on a
worksheet

Click the Select All button.

Select All button

Nonadjacent cells
or cell ranges

Select the first cell or range of cells, and then hold down CTRL and select the
other cells or ranges.

A large range of
cells

Click the first cell in the range, and then hold down SHIFT and click the last cell
in the range. You can scroll to make the last cell visible.

An entire row

Click the row heading.

A B

Product Hame [Uj

Column headings
1
T

Rovy headings

An entire column

Click the column heading.

A B
Product Hame | Lj

Column headings
1
f

Fowy headings

Adjacent rows or
columns

Drag across the row or column headings. Or select the first row or column; then
hold down SHIFT and select the last row or column.

Nonadjacent rows
or columns

Select the first row or column, and then hold down CTRL and select the other
rows ot columns.

More or fewer cells
than the active
selection

Hold down SHIFT and click the last cell you want to include in the new selection.
The rectangular range between the active cell and the cell you click becomes the
new selection.

11
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Creating Formulas

A formula is an equation that performs operations on worksheet data. Formulas can
perform mathematical operations, such as addition and multiplication, or they can
compare worksheet values or join text. A formula always begins with an equal sign

-

In this section we will create a formula to calculate the total number school bus
accidents.

1. Start Excel
2. Go to File | Open.
3. f:\[username]\2004-2005 Bus Accidents.xls

4, Click OK button.

5.  Using the Z AutoSum button, you will create a formula to get the total number of
accidents by date.

6. Highlight cell references B4 through 1.4.

7. On the standard toolbar, press =
8. The result is placed in cell reference L4.
9.  Save your changes.

10. Now that you have a working formula for totaling the number of accidents by date, you
will copy it to total the remaining dates.

11.  Click cell references L4 through L.34.
12.  To quickly fill in the active cell with the contents of the cell above it, press Ctrl + D.

13.  Save your changes.

12
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14.  Enter data for the month of May. Notice the totals changing.
A B C O E F | & H [ [ L
1
ver of
lents

2 Date of Aug |Sep|Oct|Nov|Dec|Jan|Feb |Mar|Ar | PMIany | ate
3 Accident
f 1 o] wo| =0 s0] 100 o] mo| o] 2 o 550
5 2 2 4 0 g 8 0 10 NEE z 42
3 2 50l =0 0 50l 40 ol e s 2 50 350
7 4 7 a|  sm g4 ee N al 2 71 477
8 5 E5 ol 7 2] .m 0 0 NE 55 326
g 6 R NS 0 0 NE EE] 363
10 7 0 2| =3 ol s 4me]l s3] a0 2 o E4a
1 g o] @] ez 10 2l e e NE o 303
12 9 I E 0 20 Al wl we[ w2 34 404
13 10 g7l 9 0 ol a7l vs]l sas[ s3] 2 79 1268
14 n 45 ol 38| =9 8 A HEE o 900
15 12 g3 al 10 R 0 o] s 3 o 508
16 12 n o] 4m 0 0 0 N EE z0 g44
17 14 N 0 0 ol ez ws| s o 597
12 15 ol s3] =B 74 o] 23| me|  ee| % [ 629
12 16 D ) 32 o] a5] s e 2 40 455
20 17 72 1 0 95 o] ] 1 NE CE 408
21 12 e N 86 N BIENEE ag 435
22 19 300 N 3 0 0 0 NE &5 473
23 20 FEEEE 0 0 0 0 ] = 54 247
24 21 o] wo| o5 0 0 N AEE o 1087
25 22 ol | e 0 o] s3] el | = [ 7
25 23 35| 44 0 0 o] s nml 4| 2 120 5
27 24 I ) 0 o] 4] m| 2] 2 433 1304
28 25 9K o] es 0 N EE 2z 391
29 26 4 NEE 0 0 0 ol s8] = 56 13
a0 27 R 0 0 0 0 o = o 223
3 28 0 g|] 75 0 o] 28] s gl 2 o 329
a2 29 0 1 e 0 o] &g 0 EHEE [ 135
a3 30 A EE 0 72 o] &3 ol e7] 2 o 394
34 EY N N ol 4 o] ms] = o 722

15.  Let’s continue working with the AutoSum feature.

16.  We will get the total number of accidents by month.

17.  Get the totals for August. Click in cell reference B35.

13
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18. Click =
A = c F | G | H [ J K L
Number of
Accidents
Date of Aug | Sep | eclJan|Feb|Mar|Apr|May| byDate

Accident |~~~
1 ) of oo ] o o] sl o] w0 0 550
2 H =i 4 8 0 10 10 0 2 42
2 ] 50 sof s o]  eof  s0 0 Bl 350
4 ! 714 o e N 3 0 7 477
5 ) 554 al 0 0 0 0 &5 26
6 H aal 7=| s 0 0 0 0 a3 365
7 ] oy =| s s sl 0 0 46
8 ! o as| ] e e 0 0 0 303
g ’ 155 4] s w[ 4] m 0 24 404
10 H =7 val 47l ] wms] s 0 74 1263
1 0 15, 0 8 o = 12 s 0 500
12 ! 53 o| 5 0 o] 18] e 0 508
13 ’ 104 zo] 0 o mm 20 544
14 H o =0 0 o] x| wa] s 0 597
15 ] oy so| o] zw[ sg] e w 0 29
16 ! 55 74| o] s as] e 0 40 455
17 ’ 73 14| o re[ 10 0 BE 406
18 H =30 o N BEEE a3 496
19 0 =ooy 0 0 0 0 o] =m 25 473
20 ! as) zo| o 0 0 o s 54 247
21 ’ o i=r=1 4] 8 s| 7os 0 1087
22 i o 2| of e e [ A 0 37
22 ] 157 44| o s w]  w o] 1n 315
24 ! 755 22| o w[ m] e o]  4m 1304
25 ’ ag! of o ral e N 22 30
26 H 418 o 0 0 ol & = 56 313
27 0 =3 e 0 0 0 0| 7 0 223
28 ! o 1| of [ s R 0 329
29 ’ o 1= o] =g 0 N 0 135
30 H 75 ar N N 0 0 394
EY I ] ag o o] ee| e 0 722

~]

Mumber of

Accidents \

by Month \

19. The cells above the cell reference B35 are selected.
20. Notice the formula =sum(B4:B34).

21. DPress <Enter>.

14
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22.  'The result is placed in the active cell reference B35.
23.  Check the results.

24.  Save your changes.

Number of
Accidents

Date of Aug |Sep|Oct|Nov|Dec|Jan|Feb|Mar|Apr|May| byDate

Accident
1 of  wo| &0 50| 100 0 500 00| 100 0 550
2 2 4 0 g g 0 0 m 0 2 42
2 50 L] 1] 50 40 1] E0 L] 0 50 350
4 71 n| o 64 EE 0 g a 0 1 477
5 B5 o w4 23 a3 0 0 0 0 B5 326
6 23 73 12 0 85 0 0 0 0 23 368
7 1] 2| &2 0 54| 458 53 30 0 1] E43
g 0 95 g2 0 12| &z EZ 0 0 0 303
a 158 4 0 20 3 10 43 36 0 34 404
10 g7 79 0 0 47 ve|  wes 53 0 79 1268
11 45 | 98| &as g a 26 1Z| 45 1] a00
12 E3 (1] =] 4z a5 0 (1] I - 0 S03
13 10 20| 43 0 0 0 0| as1 n 20 g44
14 0 ] 0 0 0 2z 72| 445 0 a7
15 1] g3l B 74 = BE B4 T4 1] E29
16 BE 74 0 az 0| 95 g ED 0 40 455
17 73 4 0 a5 o 74 74 n 0 BB 406
18 33 0 71 g6 oz 71 1 23 496
19 200 ] - 2 1] 1] 1] 0 2 1 473
20 g ] I 0 0 0 0 nf &2 B4 247
21 of  wo| 58 0 0 4 a5 4| 7ea 0 10587
2z 0 36| B2 0 ] 62 36 a2 0 T
23 45 44 1] 0 a| B2 10 44 0 120 35
24 TBE 2z 0 0 0 4 20 2z 1] I e 1304
25 96 0| &8 0 | B5 13 51 2z 39
26 4 0| o8 0 0 0 0 25| 23 56 3
27 23 76| o 0 1] 1] 1] ] Y 1] 223
2g 0 g1 75 0 oz 76 g1 29 0 329
29 0 13 1z 0 n| 53 0 ] 0 135
20 75 a7 0 72 | ] 0 a7 0 0 394
£ ,/11'\ 9% 0| ma ol 46 ] 93 a3 ] 722

Number of

Accidents

by Month 2260

15
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25. Now that you have a working formula for getting the monthly accident totals, you can
copy that formula to the remaining months.

26. Highlight cell references B35 through K35.
27.  Press <Ctl> + <R.>

28.  Check the results.

29. Save your changes.

30. Calculate the accidents for the school year.

31. Click cell reference B36.

32. Click = .

33.  The cell reference above B35 is selected.
34. Highlight the remaining cells.

35. Press and hold <Shift> key.

36. Click cell reference K35.

37. Press <Enter>.

38.  Check the results.

39. Save your changes.

16
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40.

41.

The finished workbook should look like the following screenshot.

a E c | ol E F |l a | H | 1 J |k L
1
LT 1T
mF
z Date of Aug [Sep|Dct|Nov|Dec|Jan|Feb|Mar| Apr|May| Accident
= Accident
F 1 o doo]  so]  sa]  qon o] o] qeo]  qon 0 550
5 z z d 0 i P ol o] 0 z az
E 2 I ol  sa] 4o ol  ea] s 0 5il 350
7 a 71 o ezl  sal ks o ez g 0 71 a77
5 &5 o 7a| ez aa 0 0 0 0 &5 3EE

a & T T o &5 0 ! ! ! ag I6E
10 7 0 z| &= o]  sd] ase] s3] za 0 0 5%
11 T of o5 ez el 2] 2] em 0 0 0 0z
1z - i5:] =4 ol zo E T T T 0 =d dind
1z 1" g7 Ta 0 ol  av] 2| sas| sz 0 T4 1268
14 11 d5 o es| sia & al  as] 4z us 0 i
15 1z 63 o 1zo|  az[  as 0 o 5] k= ! S0%
1% 13 w]  zo] azz 0 0 0 N EEE T i #dd
17 14 T 0 0 of  zz] 73] aas 0 Sat
1% 15 ol  ea] e 74 o zze]  se]  wd] 74 0 L
19 1% 56|  Ta of  ar of es] ezl ko 0 an 455
zn 17 7z 14 o us of 7al  val 0 EE qng
z1 1% 33 ol 7 s ol o]l 7| mel  as as d9E
zz 14 L NI 0 0 0 N 25 473
2z Z az]  zo] =z 0 0 0 0 | 5z 5d zd7
zd 1 o don] a5 0 0 4 a5 d|  7ia 0 10T
5 22 of x| sz 0 o ga]l ez ozl 2z 0 27
zE 23 as|  aa 0 0 of sz | aa of  1z0 15
27 zd 75| = ! 0 ol  ai] =] E: o gz 1304
28 Z5 G, o] ks 0 of  7a]l 5] iz s1 2z T
za 6 a1 o] ez 0 0 0 o o5 Ez 5& BF
=0 27 zz| 75| az 0 0 0 0 o =7 0 zE3
= 2t ol &1 75 0 ol ze]l s ki ze 0 TEa
3z z9 of 1zl 1z 0 o  s5a of 1z == 0 125
33 I 75| art o Tz o 5= | a7 0 0 Tad
=4 =1 T o =3z o 4e o ws| =z ! Tz

Humbsr uf

Accidantr
5 by Hunth zzen| 1ztof 7o) a7y 617l taed] 1esi] sed] zizs| 1zes

Humbasr uf

Accidentr
ZE Fur ths Taar 15521

Close Excel.

17
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Review Exercise Two

In this exercise you will practice what you learned in the previous section. You will
create a simple formula to calculate the number of buses and number of children
riding the school buses.

1. Start Excel.

2. Open the wotkbook named f:\ [username] \ Total Count.xls.
3. Click cell referenced B9.

4. Type the formula =COUNT (B3:B7).

5.  Press <Enter>.

6.  Click cell reference B11.

7. Type the formula =SUM(D3:D7).

8. Press <Enter>.

9.  Save your changes.

A | E | C | D |
1 Bus Mumber Bus Route Murnber of Children
2
3 27 Duplex Lane 30
4 123 Tree Top Road 20
5 600 Rosebud Street 40
5 20 Hilton Drive 35
7 200 Maddison Lane 17
i
9 |Mumber of Buses 5
10
11 [Total Murnber of Children 142
171

18
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Apply Formatting Cells

In this section you will apply formatting to cells, such as bold, underline, shading, etc.
1. Open the wotkbook f:\ [username] \Buses R Us.xls.

2. Highlight cell references D5 through D9.

3. Go to Format| Cells.

4. Click Number tab.

5. Select Currency.

6. Click OK

n

a
é Murnber |.ﬁ.lignment | Faonk | Border I Patterns | F‘ru:uteu:tiu:unl
I Category: ’-Sample
Y |General ﬂ
= [Mumnber
; Decimal places: |2 5‘
Accounting
R Symbol:
Time ] j
Percgntage Heqative numbers:
Fraction
Scientific | $1,23410 A
Text £1,234.10
Special (41,234,100
Custom = it z3400 =

Currency Formats are used For general manetary values, Use Accounting
formats to align decimal points in a column,

Ik I Zancel

7. 'The cost to transport each child is $20.
8.  Use the =SUM function to create a formula that calculates the total cost by bus.
9. Goto cell D5.

10. Type =sum(C5 * 20).
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11. Press <Enter>.

12.  Check the result.

13.  Save your changes.

14.  Copy this formula to the remaining cells.

15.  Click cell reference B16.

16.  Use the =Sum function to calculate the total cost transport the children.
17.  Apply the Currency format to the cell.

18.  Refer to steps 3 through 6.

19. At this point, it’s all about personal preference.

20. Have fun!
A, | B | ¢ | O | E
: Buses R Us
2
Humber Cost Per Bus
of to Transport
3 Bus Humber Route Location Children Children
4
5 27 Duplex Lane 30 $00.00
a] 123 Tree Top Road 20 $400.00
7 GO0 Fosebud Street 40 $800.00
g 20 Hilton Drive 35 $700.00
g S00 Maddizon Lane 17 $340.00
0
[0
12| Totaf Buses 5
13
14 | Totaf Children 142
&l
6 |Costto Transporf Children $2.540.00
17
ET1




EXCEL 2000 FUNDAMENTALS

Review Exercise Three

In this exercise you will practice everything you learned in this tutorial.

1.

2.

3.

Start Excel.

Create the following workbook.

Save f:\ [username] \ Yearly Maintenance Report.xls.

Transmission

A B | > | D | E |
Pack n Go Mass Transportation
Yearly Maintenance Report

Item 2002 2003 2004 ltem Totals
Brakes $2 300.00 $4 300.00 $6 ,400.00 $13,000.00
Compressaor F44 000.00 %5 00000 F10,000.00 559 000.00
Qil Changes $3,000.00  $12,000.00 $25,000.00 $40,000.00
Tire Rotation $1,000.00 $200.00 $4,000.00 $5,200.00

$46,000.00 $59,000.00 $100,000.00 $205,000.00

[ O T O T T O Y TR O T Y MO ) (S Sy N U R [ [P (U I

a

Year Tolals

$96,300.00  $80,500.00 §145400.00 [ $322.20000]

4 + M[\2002-2004  SheetZ & Sheet3 f
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